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BUSGHET & PINANGE BRANCH, 0SA-DB/R

FURCTIONAL CHART

1. BEndget Preparation & Execution

2. Contract Payments

3. Voucher Fayrents

h. Advise Fanagee nt on FPimance & Budgetary Matters
1inison with other Ageney Divisions and other Govermmeni Agencies

thority

2.

25X1C4e 3

b.
5.

6.

7.

Prepares the OSA Operatiomal Program (Budget)
and the Office Estimates which invelves the
computation, compilation and consolidation
of data recelved from all 054 offices.
Finalizes this data intc an approved working
budget presentation.

Centrols the proper distribution of allocations
by Project & Cost Code limitatioms in conform-
ance with the approved operational program.
Iesues allotments to 0S4 Field Stations
based on spproved budget requiresents.
Maintaing Allotment Contrel Records on all
funds, Agency & non-sgency, allotted to OSA
for admintistration.

Reconciles monthly the 0SA Allotment Control
Records with Pinance Division Records (IB¥
axpanse listings).

Prepares udget & finsnce reports (i.e.
obligation, rrojection, status of funds) to
fulfill 0S4 and Agency managmment require-
ments.

Coordipates 0SA Budget Activities with the
latest Financial Mansgement Regulations and
other Agency Budget Activities.

6.

Performs a detailed study of new contracis, con-
tractus)l smendwents and relative memorandums for
the records and indoctrinate members of the sec~
tion on provisions and procedures pertinent to
the audit and payment of invoices.

Conducts correspondence end liaison with con-
trastors aud appropriate govermwent officials
regarding all matiers vhich affect fipapcial
administration of the contractusl relstionshipe.
Initistes requests to I :ordvct

a review of part or all of contractual costs
billed to determine wvalidity of amounts involeed
The auditor is supplied with pertinemt documen-
tation and/or information to assist him in his
conduct of the andit.

Prior to final gettlement of completed contracts
a thorough re-avdit is condueted to insure pro-
prietary of paysents; documentary evidence of
receipt of equipment and/or services; patent
reguirements satisfied; royality stetements pro-
vided; Govermmsent property accounted forj and
contract completion audit reports received.
Supervises maintensnce of finaneirl records
relative to each contract; i.e. allotments
charged, fixed fees pald, progress payments
made and other pertinent data.

Chief of Bection exercises Certifying Authority
for audited and approved ts.
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10.

1l.

Audits Field Stations® Accountings, Im~
preost Fund Accountings. Prepares Ac-
counting entries for approved accountings.
Processes Time and Attendance Reports of
Contract Personnel.

Maintains records on TAB-S charges and
processes TAB-6 billings for payment.

Pr transfer of ntabllity to
and from Field Stations.
Receives cash for advance refunds and
processes same to Finance Divisien.
Provides cost codes and obligation data
to Finance Division in comnection with
travel utilizing militery transpertation.
Prepares correspondence to Field Statioenms
and individuals relating to claims or
accounts.

Analyzes ts of Headguarters
perscnnel. Polives advance accounte 1o
prevent delinquencies.

Conducts liaison with Finance Division
and the various Area Division Budget %
Fiscal Officers concerning claims and
aceountings involwing OSA travel per-
formed by their personmnel.

Andits and effects payment of Temporary
Lodging and Transfer Allowances. Ini-
tiates action bo effect payment of
Post Differential Allowances.
Chief of Section exercises Certifyin
Authority for audited and approved
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